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COMMANDANT NOTICE 5354                                                                  CANCELED: 11 MAR 2003 
 
Subj: REPORTING RESPONSIBILITIES--COMPLAINTS, TRAINING, COUNSELING, AND ADR 

ACTIVITY  
 
Ref: (a) Coast Guard Equal Opportunity Program Manual, COMDTINST M5350.4 
 
1. PURPOSE.  This notice revises the frequency of reporting responsibilities for Equal Opportunity 

Advisors (EOAs), Equal Employment Opportunity (EEO) Counselors, and Civil Rights Officers 
(CROs).  It prescribes the procedures for reporting on complaint processing, training, counseling, and 
Alternative Dispute Resolution (ADR) activity, in accordance with new directives from the Department 
of Transportation for supplying information required by the Equal Employment Opportunity 
Commission. 

 
2. ACTION.  Area and district commanders, commanders of maintenance and logistics commands 

(MLCs), and commanding officers of Headquarters units shall ensure that EOAs, EEO Counselors, and 
full-time CROs supply the specified information in accordance with the following instructions and 
timeframes.  Internet release authorized 

 
3. DIRECTIVES AFFECTED.  The provisions of this notice will be incorporated into the next iteration of 

reference (a). 
 
4. DISCUSSION. 
 

a. Sections 2.D.l, 4.B.11, 4.B.12, 4.B.13, and 5.C19 of reference (a) requires full-time CROs to 
consolidate discrimination complaint counseling, training, and ADR activity information received 
from Military Civil Rights Counselors/Facilitators (MCRC/Fs, now known as EOAs) and EEO 
Counselors for periodic reports to Commandant (G-HI) on the “Quarterly Complaints and Training 
Report” and the “Annual Report on EEO Counseling Activity.” 
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b. The fu1l-time CROs are those assigned to MLC Atlantic, MLC Pacific, Headquarters Support 
Command, Engineering Logistics Center Baltimore, and the U. S. Coast Guard Academy. 

 
c. By memorandum dated 27 July 2001, the Department of Transportation Office of Civil Rights has 

required the Assistant Commandant for Civil Rights, U.S. Coast Guard, to provide additional 
information about ADR-related activities and resources, including ADR awareness training, in its 
statistical reports to the Department on discrimination complaints.  The memorandum also required 
the Coast Guard to increase the frequency of such reports from annually to quarterly. 

 
d. The Coast Guard’s “Annual Report on EEO Counseling Activity” has been renamed the “Quarterly 

Report on EEO Counseling and ADR Activity” and, together with the “Quarterly Complaints and 
Training Report,” has been revised to satisfy the Coast Guard’s increased reporting responsibilities.  
Both revised forms are enclosed. 

 
e. The revisions in the enclosures will accommodate electronic completion and submission, thereby 

reducing the administrative burden and maximizing the use of technology. 
 
5. PROCEDURE:   
 

a. EOAs and EEO Counselors shall henceforth prepare quarterly, noncumulative data, as required by 
the enclosures, and submit the data to their respective full-time CROs no later than the fifth calendar 
day following the end of each fiscal quarter (i.e., every 5 January, 5 April, 5 July, and 5 October). 

 
b. The fu1l-time CROs shall consolidate the data received from EOAs and EEO Counselors and submit 

the completed enclosures to Commandant (G-HI), no later than the tenth calendar day following the 
end of each fiscal quarter (i.e., every 10 January, 10 April, 10 July, and 10 October). 

 
6. REPORT/FORMS AVAILABILITY:  The enclosed reporting forms will be available electronically on 

the Civil Rights Directorate website, //cgweb.uscg.mil, on or before the end of the next reporting period 
on 31 March 2002. 

 
 

W. R. Somerville 
Assistant Commandant for Civil Rights 

 
 
Encl: (1) Quarterly Complaints and Training Report 
 (2) Quarterly Report on EEO Counseling and ADR Activity 
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